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OL0/&T 


EXAMPLE NO. 


1 .. Optional Form No. 10 (To be used in divisions if desired) 


1 . Dat< in datę linę at top of memo should not be abbreviated-.it is the datę 
that the memo is signed 

2. If have a two-line heading, indent second linę two spaces 

3. Take up information in body of memo* 

4. Signature line--suggested that begin this two spaces to right of center which 

would be at 50 if have e lite. machinę; this is flexible bowever. 

— IriTtial caps for DCI, DDCl and Executive Director-Comptroller except in correspon 
ĄlBoT5dJSled to the Preśident or in notices and regulations- then it is all caps. 

' Notę: Whether-or not the signature linę isin all caps is optional ddpending 

' upon the signer. The D/L, DD/L, and the Executive Officer of 0/L 

prefer that their names be typed in initial caps °nly. ( fu^^anature 
would not be using the Optional Form for a memo typed for their signature 


5. 


The title is not included in the closing lines because it appears in the heading 


6. The attachment goes on the original and all copies; tum to ill^ration 
N^7 7 and 7-A for further instructions about enclosures and attachments. 


w. 

CS £ vr\Łv<v o 


JtL“) 


Should Ali referen ces be attached to the o riginal .as att achments? 

Only those references which the addressee does not have a copy 
of should be attached to the original as follows: 

3 Atts 

Attl: Reference (a) 

Att2: Reference (c) 

Att3: Reference (c) 


The other references should be attached to the yeilow official 
file copy. In instances where the reference belongs to an OL 
division, a notę should be attached asking that it be returne 


NOTĘ THE F0LL0WING IN RELATION TO ATTACHMENTS: 

The explanation of an attachment should not go beyond the center of the 
oage; use morę than one line.if you have to; If two or morę lines are 
used, the second and succeeding lines should be indented two spaces. 


ao Attachment is noted on the original and a4L oopiea . 

annexes are not attachments; however, they may be attached to attachments. 

In listing attachments, " Tabs" should not be used; however youltnay used 
tabs-just don" t list or type the word tab on the memo 

thermofax o r other reproduced copy be used for references or attachments 

Yes , as long as the copy is clearly legible. 

Rpfpren ces should beattac h ed to corresp ondenc e . coming in _t_o_the_Of£ice of t e 
D/L for information, concurrence, or approval. 
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QUESTION: 

ANSWER: 


f/L- 

Should *11 reference* be attached to the ariginal u sttachmeats? 

Only those referenci s whlch the iddressee does not h>re • cepy 
of should be attached to the original u foliowa: 


3 Atts 

Alt 1: Reference (*) 
Art 2: Reference (c) 
Att 3: Reference (c) 


The ether references should be atuched to the yellow offlcUl 
file copy, In In stance # where tbe reference beloogs to *n OL 
dfrisloc, * notę should be attaebed asldng that lt be retumed, 

NOTĘ: 1/ the attachment linę conslrts of morę than one Itne, 
the secocd and Kucoeedtng lłnes should be fedested two 
spaccs. The amchment linę should not go bayond tfc* 
middle of tł*e paper. 


QU1STI0N: May tbermofax or othtr reproduced coples be used for refereoca* 
and atttchmęnta? 

ANSWER: Yes, U they sre clearly legiJble. 

QUESTION: Should room number and building be typed od the pink roudng 
and record sheet on botb the from linę and the to itne? 

ANSWER: Yes; bowerer, the malltng address number (Componetit Registry) 

should be shown, not the physical loc&don of tbe compa&eat. 


OUESTION: 

ANSWER; 


Are the names of the DCI, DDCI and the Executfre DLrectOf” 
Comptroller typed in inltlal caps? 


Yes, except tn corttspsitknce addressed to the Prcsideot or 
In notices and regulador.s. la these Ln stance*, the names aro 
typpd in all caps. 



QUESTION: Should reference* be attached to correspoodence comłng in to the Office of 
the Director of Logistica for tniormadoo, ccocunence, ar appsros*! ? 


ANSWER: Yes 
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OL- 


•* Dtetributloo 

(I) taform.aoo or *cHoo "..morwa. prep«r«l for the .fgn.tur. of u* 

Wrcctor of LogUttc. Defwy Dlrcc.or of Logi.Uc, or ErocuUr. 
«u«r wu ***, Lcgltóc< ^ ^ 

cop,„ ™ ON THB ORIOINAL). Bjctenol dlatrtbutioo 

(outrfde th# Office of LoglsOco) will be »hovo'ca >11 , 

oe anown on aj] copte, tocludiag 

odginaj, using the term "cc". 

w — — a mt>mwwdi whw ^ 

głn#JM mOWt: Action ertemal diatribution, mć 

MM «ie cop,. Al, other Interna, di^ a<n wU, * ^ . 

*"« wlthheld c opiec, 

• Sht e ta 

Form No. Ó10, Routing abd Recnrrf 

*“* Wt " **»««• «d «UpIM 

to tbe .d Jr r copr ^ corrr , 

^ ' F ° rn ' No - 2 «. TNo.n.ftaj 

®«p* Will be used tn the same w i»» # 

w-. ““ CXteraaJ c °P ie *. A cbeckmark 

dirr^oo. 


OD 
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rnnMnuatlon of EXAMPLE NO. 1 


DU 


7. Distribution and Identification lines (or originating office Identification) 
may go on the original and all copies. 

Discuss the parts of the Identification linę- -notę that the datę there 
may be abbreviated. 

t. Review the instances when the optional form may be used: Within the 

divisions, branches, etc. and in sending memos to the D/L, the DD/L, and 
the Executive Offider of the O/L. 
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ou 


Example No. 2 -- Memorandum on Plain Bond --(To be used in dividions if desired) 



• 


«* 


t 



1. Notice where the left-hand margln is set--flush with the headłngs. 

2. If you have a THROUGH or ATTENTION Linę explain the order in which 
they would be typed: 

MEMORANDUM FOR: MEMORANDUM FOR: MEMORANDUM FOR: 

ATTENTION : THROUGH : THROUGH 

SUBJECT : SUBJECT : ATTENTION 

SUBJECT 

3. In the body of the mętno, and this is true for anything that is typed, 
the use of abbreviations and symbols should be avoided unless such 
abbreviations are clearly explained. Each name or title will be 
written out fully in the first instance, followed by the accepted 
abbreviation in parentheses. Thereafter, abbreviations alone may be 
used in that particular communication. 

4. Signature line--Remind of initial or all caps. 

5. Review centering of title under the name--need it here because it is 
not shown in the Heading section. 

6. Notę that the distribution may go on the original, along with the 

Identification linę, but thiś is optional according to the Office. 

7. Notę that the THROUGH linę is rarely used in tnemos going outslde 
the Ageńcy. 

8. ATTENTI ON l inę is used when dictating official desires to direct the 
correspondence to an oftice or official other than shown in the 
Memorandum for linę 

9. Although the Correspondence Handbook States that titles rather than 
names are used in the Heading section, in relation to an Attention 
linę, a name or title may bę used. 



Fęyu'. 

TH <LC*KbH 

A~T7 fj 


c 

Cli ( 
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pka mplE NO* A -- Approval paper to the D/L from Chief, Personnel Staff 

1. Notę the datę linę is not typed. 

2. Stress the use of the first paragraph. 

f 

3. Name centered beneath the solid linę. 

A. Distribution goes on the original and all copies. 


6. The Identification linę, or originating office Identification, is the 
last item on the memo--in other words it comes after the distribution 

7 . Distribution and ^cc^) lineT" ^ 

At this point we might as well discuss the distribution and the M cc" linę, 
sińce we are coming to memos where we may have discussion on this. The 
following are specific instructions in relation to the distribution and* 
^ ee 1 * li nę for the Office of Logistics: (See #6 for example of M cc M ) 


a. In form ation or action memoranda prepared for the signature of the 
Dlrector of Logi st ics, De pufy~ Ul FCCt o r uf Logistics, or Executive 
Officer will show the internal Logistics distribution pattern on 
OL copies only (never on the original). (External distribution 
(outside the 0/Ll will be shown on all copies including the original 
using the term b. * * * f, cc/ M "7 

(A ćć linę is usually used to indicate to the addressee that a 
particular person is getting a copy of the correspondence--if 
used it is shown on the original and all copies- -it is not shown 
again under the distribution section*) 

b. Ąpproyal memoranda and other mem oranda whdre the original wili go 

to other than the addressee, will snów the distribution on the 

original as foliows: Action Office, external distribution, and 

official file copy. All other internal distribution will be typed 

on the withheld copies. 


. 
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5. Talk about distribution llne and Mr. Meioon's preference.' 

6. Talk about typing somethlng for another Office' s signature; ie 
the DDS, the D/L, etc. 


(X^-$Xy kX 1X\JU (jij^£ 

^Vt(ł-Xę. , \X vv'.i i \. vC(c 


'JLl^u kjaouuJL/. 4iw_ 


/,l’U *t\ 

D 



U./O 
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ou 


E KO. 6 -- Information roeroo to DDS frora D/L. 

Make surę to underline Information. 

r*c Unos would go on the original and all copies. ^ /.(plcki^ U£v,s» 

3, Distribution not shown on the original or one copy--ortly on 
other copies. 


W , , 'V*\a ... W,., 

5. Use of cc linę: 


A cc linę is usual ly ,used to indicate to the addressee that 
particular person is getting a-copy of the correspondence-- 
used it is shown on the original and all copies- -it is not shown 
again under the distribution section. 


vw 
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> 7 J 

EXAMPLE NO. 7 -- Memo to DDS from D/L re Information. 

— t 

# 

1. Typed on plain bond. 

2. Reference Line-- 

Material related to the subject matter of the memo may be cited 
in the text or in a Reference linę. Use of linę is preferred 
when repeated reference to. same materiał would be necessary in the 
text or when a lengthy title might ćomplicate the sentence structure. 

If there is morę than one reference listed, designate each 
alphabetically by smali letters in parenthesis 

Ref e r eftcee— sheuid- be-^^ched-to-the-o i igina rl ~tf ttiey are alLacliŁtd-.- 

3. Notice that the distribution and Identification lines are not shown 
on the original. 



4. Notę also that references do not have to be shown as attachments. 

5. Example #7 is a memo where the attachments are different from 
the references. 

Example #7-a shows the attachments as the references. 



iPT 
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EXAMPLE NO . 11 -- Meno to the DCI from the DDS-- an approval 


1. Use plain bond. 

2. Approval goes right under signature linę. 

31 Distribution and Idnetif ication lines shown on original and all 
cppies sińce this : is an approval. 

4. Distribution withheld is shown only on those copies that are withheld. 

5. Notę the bottom line--See example 5- -this example is not outside 
DDS , but the concurrence linę is above the approval linę. 
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